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Bobby Brown wants to place a hold. He
comes to the Circulation Desk for help.
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Search for the item he wants.
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Submit the hold.
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Hold was successfully placed!
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Bobby now has three books on hold.
What are ‘Actions for Selected Holds?’
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Bobby remembers he has a new phone
number. Edit the phone number.
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Add the new number to change
notification for this hold only.
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Bobby needs this book for a report. If
it is not available in 3 weeks, he doesn’t
want it.
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The expiration date is preset to 9
months. Enter the new date for the
hold to be cancelled.
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Now the book is here, but Bobby is on
vacation. Reset the shelf expire date.
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The standard shelf expire date is 7
days. Set the date for 2 days after
Bobby gets home.
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The book has not been trapped when
Bobby goes to Europe for 3 months.
Edit the Activation Date.
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Enter a date near the time Bobby
returns from Europe.
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You have been on vacation. When you
return, you find an email from Bobby
requesting a hold. The email is 6 days old.
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You place the hold today, but may edit the
request date to match the day the item was
requested.
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Bobby can only afford one month in
Europe. He is home now.
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Activate the hold so Bobby will
reappear on the hold list for this item.
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Bobby’s mother is ill. He will be out of
state for 3 weeks. Suspend the hold.
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Suspend the hold until Bobby calis to
say he is home again.
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Bobby to the top of
the list for an item.
Not a good plan.
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|l can only see using this when an item is

damaged and needs to be removed from
circulation. Be sure the hold is set to

‘Copy’, not ‘Title.’
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Bobby has placed his own hold this time,
but on the wrong item. This hold is for the
book but he really wants the DVD. Transfer

to Marked Title.
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Find the correct item in the catalog.
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Mark as Title Hold Transfer Destination.
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Open Bobby’s account Holds screen.
Choose the incorrect hold, then
Transfer to Marked Title.
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Note the message on the bottom of the
screen. This is the item you marked to
replace the incorrect hold.
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Bobby is nhow waiting for the DVD
instead of the book.
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Mark Item Damaged. The item was
found on the shelf but is too damaged
to circulate.
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Changing the status will retarget the
hold to another copy.
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Mark Missing. Changing the status will
retarget the hold.
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Find another target. My copy can’t be
found after searching a couple of days.
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Resetting the hold will find the next
available copy.
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Cancel Hold. Bobby is tired of waiting
and bought his own copy of this book.
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There are several reasons to cancel a hold.
Choose the best option for each situation,
and leave notes in the field provided. Notes
are a great help if Bobby comes with a
question on your day off.

A Cancel Hold ™ T T . .

Reason and Notes

Stattiogesd - Refresh | CheckOut| items Out I- Bills Edit Messages | Other -
Hold Shelf expiration 0 0/3 $0.00
Patron in person
Patron via OPAC
Are you sure you want to cancel the hold(s)? 9
[ PattonviaSIP 1) Show Cancelled Holds Detai A e fold
Patron via phone =
Bills: $0.00 Staff forced vailable On Capture Date Current Copy Last Notify Time Notices Pickup Library Request Date StaAtLAjs Title Type BB
Check Outs: 0 Untargeted expiration No Copy 0 MVPLM 2014-03-28 ... Wa!t!ng fo... Supe_rm_an Doon?sday T
—T T 7Z 77831000030547 0 MVPLM 2014-03-28 ... Waiting fo... Aveoiceinthewind T
m 9 3 35887000133628 0 MVPLM 2014-03-28 ... Waiting fo... Rose Madder T
Lon§ Overdue: 0
Claimed Returned: 0
Lost: 0
Nen Cataloged: 0
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Library Card: 27323020289471 L
ID1: Drivers License T
000312 ?
D2
Helds Alias: iH
Date of Birth: 1967-04-13 I
Day Phone: 317-831-7333
Evening Phone: |
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OPAC Login: 27323020289471
Email: bbrown@aol.com
PLAC Home Library Mooresville Public Library (Mooresvil
FM;LI@ Address > List Actions - ] I Print
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This screen is set at ‘List View,’ the
default setting.

" 1: mvpl-circl@MVPLM-MPLCircCoordinl.everare
File Edit Search Circulation Cataloging Acquisitions Booking Admin () Help
’ 1Patron: BROWN, BOBBY B | + -~

Refresh Check Out | Items Out Bills Edit Messages | Other ~
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Holds: 3 Place Hold | | Show Cancelled Holds
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Check Quts: 0
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0
0
Claimed Returned: 0
0
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Title Type B
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Rose Madder T
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=

1 No Copy 0 MVPLM 2014-03-28 ... 8
2 77831000030547 0 MVPLM 2014-03-28 ... Waiti
3 35887000133628 0 MVPLM 2014-03-28 ... Waiti

Lost:
Nen Cataloged:

W ID and Contact Information
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soood312
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Date of Birth: 1967-04-13

Day Phone: 317-831-7333
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OPAC Login: 27323020289471

Email: bbrown®@aol.com

PLAC Home Library Mooresville Public Library (Mooresvil
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This screen is set for Detail View. You may

check to see when and if notifications have

gone out to Bobby. You may also add a note
if you call Bobby personally.
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0
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Lost: 0
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Place Hold | | Show Cancelled Holds

Record Summary ( View MARC )
Title: Rose Madder

Author:  King, Stephen

Bib Call #: PS3561.1483R67 1995

Edition:
Pub Date: 1995

TCN: 518373423
Database ID: 18373423
Record Owner:
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Created By: admin
Last Edited By: spclconnie-catl
Last Edited On: 2013-03-27 4:8 PM

Z Awvailable On Current Copy
1 35887000133628

Notes motificatim

Email Notify
Yes

Phone Notify
317-831-7323
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MVPLM

Request Date Status
2014-03-28 ... Waiting for capture T

Type BB
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Managing Holds in Evergreen

It’s easy. Just follow the links from the
patron account, and you, too will be
able to manage any hold like a pro.

Virginia Jensen
virginiaj@mooresville.lib.in.us
317-831-7323
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